
Upload Attachments 
 

1. Click Find client to open client record for which the attachment belongs 
 

2. Click on the blue hyperlink field to which the attachment needs to be stored 
 

 
 

3. Click F1 – Attach New File(s) 
 

 
 

4. Find the location of file on your compute 
5. Click Open 

 

 



 
6.  Populate the Content Type using the dropdown menu  

a. Each fields has its own customized list 
 

7. Add a Comment if needed 
 

8. Click Save 
 

 
 

9. Click Upload Files 
10. Document will automatically upload 

 

 
 
 



11. Confirm the document appears in history list 
 

 
 
 


